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STAFF ADMINISTRATIVE COURSE

1. Deemigned to indoctrinate and train senior adminis-
trative officers, station chiefs, and other staff officers
who have broad administrative responsibilities and who
require familjarization with the administrative organization,
functions, facilities, and procedures of CIA, 0s0, and OPC,

2, This course was offered for the first time of
9 October 1950 and has not been rescheduled because of a
lack of students.

3. The duration of the course is one week and the
OPC quota is from seven to eight students per course,
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8s30 = 2:00 Tegistrdbxon : ?
9:00 -~ 9:15 Introduction tg Conrse - £ g
9:20 = 9:50 Administrative Orghnizatién of CIA : 7
10:90 - 11:30 Functicns and Pesponsibilitles of Tepal Staff } ;
11:37 -~ 12315 | ! :
1:15 - 2:15 Functions and Procgdured of ranagenent i
2125 - 3:00 Sudget and Firdnce b :
3:10 - L4:15 Civil Service ?PklldtiOng; Fetirement, Taderal Empleveed :
Liability 4 ? o g
14325 —~ 5:00 Acninistrative Support to Covert ﬂperaiion* eneral | 1
Functions amb Pﬁinclpies. T
Tuesday, 10 October 1950 ,
8:30 = 9:00 Study of Admlﬂmstnatlﬂe Irstruction [ ] Persondell  25X4i
Frocedures | . Fod !
2300 - 10:57 Organization apd Punc*ions of Staffs IT and TTT OPC :
11:00 - 12:00 Aduinistrative Prcedurks of 050 | o
1:00 = 1:53 Procedures fog Oeéexapﬂkq; of T/0's; Job Bescriptiens?an# !
Classifications lof Fobitions j ‘
2:00 = 2:50 Personnel Proébduﬁos, Pert I - Recruit-ent and Flacensnt! ;
3:00 - 3:50 Personnel Progcdures, r%rt IT ~ Aduinistration - incladide :
processinb,”cffinLencg reports, provoiiens, iLrans: or X3 i
' termmination - : ; ;
L:00 - 5:00 Adm*nxatrdtxﬂg of | 3vnrqb3$ “stablishments
"ednesday, 11 Octcber 1990
3:90 - 9:00 Study of GAI "rield fecurity Procedures"”
9:00 -~ 10:L5 Functions andT€s orsibilities of I76: lelation of
ecwrmtg Hndw nistratlrn includine arions tyres of
clearances. ' ; o
11:00 - 12:30 Comaunicationd - Qr*an:.ation and l'unctions o :
1:30 — 2:50 TUispateh and Pouch Procedures (Class dirided into 050 : q
and OFC proﬁws\‘ : ' ; |
3:07 - 3:50 Cover irvangefent$ and Procurenent
4:00 - 5:00 Problenms ‘of Pkrsohrel ‘lapacement Overseas
r
] |
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Thurscay, 12 October 1950 _

8:30 = 9:00 Study of :AI - "Confidential I'unds®

9:00 - 12:00 Confidential Ium's, inclutling Staff Rxpenses, Travel
Allowance ﬁpcraﬁlnb ‘?pENSE°

1:00 - 1:50 Op@“ﬁtLOﬂﬂl dquipnent

2:00 - 2:20 Supply: nization and Policy

2320 -~ 3:00 ntudy of GA ;:f::] "Procurement and Supply”

3:050 - 3:10 vbica and Answer Period on above

3:15- - L:15 Supwiy anc “ovement of Articles

4:15 «  5:00

Friday, 13 October

8230
10:00
11:10
1:30
3:40

10:00
11:00
12:15
3:30
5:00

Procurement and Contracts

1950

Tour of legistry (Glass divicded into 0SC and OPC yroups)
redical Staif - Its Fesponsibilities and Yacilities
Feview of Course lotes

General Examination

Critique of General Exanination and Peview of Course,

ONFIDE NTIAL
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